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aear user>  

qhis guide describes the actions performed during document processing in a set-up projectK 

ff you still need more informationI try the followingW 

 
· rse other help filesK vou can open them using the program menu or by clicking “cN” or ptart > mrograms > 

ABBvv clexiCapture VKM ptations> eelpsK 
 

te hope you will enjoy using our product> 
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NK fntroduction 
1.1. The murpose of aata Capture  
A large variety of documents is used todayW in businessI production and servicesK ApplicationsI 
questionnairesI invoicesI drafts and other documents are essential for any companyK jodern information 
technology makes paper documents insufficientI and most data is converted to electronic form for storageI 
analysis and processing purposesK  

qhe most labour- and time consuming thing about electronic documents was data inputK ft could only be 
entered by handI which was reasonable with a small amount of informationK eoweverI this doesn’t work 
well with large document volumesK qhe speed of manual entry cannot be momentarily increased when the 
situation so demandsI because manual entry groups are hard to manageI and the costs of changes may 
equal those of starting the process anewK  
qhusI manual entry is not the optimal wayK fts alternativeI a simpler and more effective wayI is an 
automatic data capture system like ABBvv clexiCapture VKMK 

1.2. aata Capture Automation 
ABBvv clexiCapture VKM is data capture software for processing structuredI semi-structured EclexiiayoutF 
and non-structured documentsK 
Automatic data capture consists of the following stagesW 

· A pack of pages is scanned using a document scanner firstX 
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· qhe scanned pages are then automatically bundled into documentsX 
· qhe characters are automatically recognizedX 
· rncertainly recognized characters are sent to the lperator for checking EverificationFI 
· Confirmed data is finally exported to  a  file  or  databaseI  and  document  images  are  saved  to  the  

specified folderK fmages can be saved in a graphical format or as a searchable mac fileK 
ABBvv clexiCapture VKM is an efficacious data capture automation solution allowing easy control over 
work progress and qualityK 

1.P. aocuments You Can mrocess in ABBYY clexiCapture V.M 
ABBvv clexiCapture VKM is a data capture application supporting different document typesK  
qhe following document types can be processed in ABBvv clexiCapture VKMK 

· ptructured documentsK aocuments with dedicated data fields that remain constant in quantityI 
position and formatting throughout the document copies are called structuredK qhese forms are 
often issued in printed form for filling by handK fn order to identify a structured form and capture 
the dataI a layout must be created indicating field locations to the programK iayouts are created in 
ABBvv clexiCapture VKM during project setupK 

· pemi-structured documentsK aocuments with data fields that differ in quantityI position and 
formatting from copy to copy are called semi-structured or flexibleK fnvoices are an example of this 
typeI because they are often different in the number of items and formattingI for they are issued by 
different companiesK All invoices include an account number and the amount of paymentI but these 
are located in different parts of the documentK ABBvv clexiCapture VKM uses clexiiayouts for 
identification of semi-structured documents and data captureK clexiiayouts are created in ABBvv 
clexiiayout ptudioK cor information on ABBvv clexiiayout ptudioI see its eelp cileK mrocessing 
of flexible or semi-structured documents is different from that of structured documents only at 
creation and layout matching stagesK 

· Non-structured documentsK ff you need to process non-structured documents with information 
presented in free formI for example contractsI lettersI ordersI diagramsI ABBvv clexiCapture VKM 
will also be a solutionK kon-structured documents can be automatically identified as supplements to 
structured or flexible documentsI or by using clexiiayoutsI and then exported to image and 
searchable mac filesK fndex fields can be captured from non-structured documents automatically 
Eusing clexiiayoutsF or manuallyK A typical non-structured document processing scenario would be 
converting a paper archive to electronic formI with capture of a couple of index fields required for 
attribute-based searchK 

1.4. aata Control 
oecognized data is controlled both by serification lperators and automaticallyK 
lperators check andI if necessaryI correct the uncertainly recognized charactersK qhis process is called 
verification and is carried out in two stagesK 

· qhe first stage is group verification – grouping of character images recognized with the same valueI 
and displaying them on the lperator’s screen for him to notice and correct the characters that stand 
out from the restK 
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· qhe second stage is field verification – verification of specific field valuesK 
qhe system automatically performs the following data control operationsW 

· Checking if pages were correctly assembled into documentsK 

· Checking if the data corresponds to the specified formatK 

· Checking if the rules are metK oules are certain interdependencies among document fields specified 
at project setupK 

· Batch integrity checkK 
ff errors occur during the checking processI the corresponding document EbatchF is sent to the lperator for 
checkingK 

1.5. ABBYY clexiCapture V.M serification ptation 
qhe following stations are used for document checking and correction in ABBvv clexiCapture VKMW 

· aata serification ptation – for group and field data verificationX 

· serification ptation – for all document checksK 

2K aocument mrocessing 
aocuments are processed in several stages automatically or by an lperatorK All stages form a strict orderI 
in which the previous stages are required to be passed for the current stage to beginK BasicallyI processing 
is divided into the following stagesW image importI recognitionI verificationI exportK  
A processing task queue is formed at each stageK auring processingI documents go from the initial queue 
to the final one – exportK peparate queues for checking and correcting specific errors can be created at the 
verification stage to increase processing speed and qualityK 

aata importI recognition and export are carried out automaticallyK qhusI the following queues can be 
accessed by lperatorsW 

· aocument Assembly CheckX 

· aata serification – group and field verification of uncertainly recognized characters and format 
errorsX 

· serification – rule and format error verification Ein the document windowFX  

· Batch fntegrity CheckX 

· bxport ConfirmationX 

· bxceptionsK 
qhe queues that are accessible to an lperator are defined by the lperatorDs roleK qhe aata serification 
lperator can only access the aata serification queueK qhe serification lperator can access all queuesI 
except for bxport Confirmation and bxceptionsK qhe penior serification lperator can access all queuesK 
qhe list of queues accessible to lperators is configured during project setupK qhe serification and 
bxceptions queues are required to be selectedK ff the aocument Assembly Check and aata serification 
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queues are not selectedI the corresponding processes are carried out within the serification queueK ff batch 
integrity is checkedI but the Batch fntegrity Check queue wasn’t selectedI batches with errors appear in the 
bxceptions queueK ff the bxport Confirmation queue wasn’t selectedI export is carried out right after 
verification endsK 
aocuments or batches with errors that occurred during recognition or export are also sent to the bxceptions 
queueK 

PK Tasks 
aocuments are sent to lperators for processing in tasksK aepending on the queue and project settingsI the 
number of documents in the task can varyW 

· ff batches are to be processed as a wholeI all documents in each batch are added to the taskK auring 
aocument  Assembly  CheckI  Batch  fntegrity  Check  and  bxport  ConfirmationI  the  batches  are  
processed as a wholeK qhe same can be done in the serification queueI if configured in project 
settingsX 

· ff it isn’t necessary to process the batch as a wholeI each task will contain NM documentsK ff the 
number of documents in the batch is not a multiple of NMI the odd documents will form a separate 
taskK qhusI you will get a number of tasks with NM documents eachI andI possiblyI one task with N-V 
documentsK qhe described procedure applies to tasks in the aata serification queue and Ewith the 
required settingsF the serification queueK 

A task only consists of documents from one and the same batchK 
qhe lperator’s work begins with the choice of queue and task reception Ecigure NFK 

 
cigure NK The main window 

qo get a taskI click K then the task comes from the aata serification queueI the system will 
open either the group verification or the field verification windowK then the task comes from any other 
queueI the program will open the list of documentsK 



© 2009 ABBYY. All rights reserved. 

 
T 

then task processing is completeI it must be closed by clicking K qhe documents EbatchesF 
will be then sent to the next processing stageK ff the task was taken from the aata serification queueI it 
will close automatically when data verification is finishedK 

qhe task can be cancelled with the  button Eoeject qaskFKfn this eventI the task will be disassembled 

and returned to the queue it was taken fromK vou can also postpone a task by clicking FK qhe list of 
postponed tasks is displayed on the bottom of the main window Esee cigure NFK vou can open a postponed 
task by double-clicking itK lther lperators will be unable to check out a postponed taskK 

vou can also send it to the bxceptions queue by clicking  if something unexpected happens during 
processingK qhe penior serification lperator can send the task to any queue as well as assign an lperator 
to it also by clicking this buttonK 
qhe Task menu commands can be used to send some documents of the task to the bxceptions Epend 
aocuments to bxceptions…FI  add  documents  to  an  existing  bxception  EAdd aocuments to 
bxception…FI  delete  them  Eaelete aocuments from bxception…FI and view the lists of existing 
bxceptions  Esiew bxceptions iist…FK fn the bxceptions listI comments are shown for each bxceptionK 
Comments are added when adding tasks or documents to bxceptionsK qasks in the bxceptions queue are 
processed by the penior serification lperatorK 

4K Assembly Check 
aocument assembly is checked in multi-page documentsK mages are assembled into documents 
automaticallyK vou only need to correct errorsI if any occurK 

ff the page order doesn’t match the one specifiedI or key field values on different pages don’t matchI the 
document will be marked redI and the corresponding error message will appear in the document windowK  

fn this caseI check that the pages weren’t mixed up during scanningK 
pometimesI assembly errors can be corrected by simply changing the 
page orderK 
aocument assembly can be easily checked in page thumbnail view mode 
Ecigure OFK vou can alter page positions and even move them from one 
document to another using the drag-C-drop methodK qhumbnail view 
mode also incorporates pop-up hintsI as shown in the pictureK 
ff verification by key fields must be carried out for correct document 
assemblyI the key field values will be displayed under the image of each 

page Esee cigure OFK ff the key fields don’t match within the documentI field values will be marked redK  

hey fields may mismatch because of faulty filling or recognitionK Check the key field valuesK ff the values 
still don’t matchI check if the pages belong to one and the same documentK ff page order is wrongI find the 
pages with matching key field values and assemble these pages into documentsK 
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koteK vou can zoom in and out of page thumbnailsK qo do itI hold Ctrl and roll the mousewheel up or 
downK 

 
cigure 2K The main window in thumbnail view mode 

Close the task when you are finished correcting assembly errorsK ff errors still remainI the system will issue 
a warningK 

4.1. Adding fmages 
fmages are imported from eot colders into the system automatically or by an lperator at the pcanning 
ptationK fn case of needI the serification lperator or the penior serification lperator will be able to scan 
the missing images Ecile > pcan fmages…F or load them Ecile > ioad fmages…FK qhis may be useful for 
correcting assembly errorsK 

RK aata serification 
then a task is taken from the aata serification queueI the droup serification window will openK then 
droup serification is finishedI the cield serification window will openK ft will close automatically when 
the task is completedK 

5.1. droup serification 
droup serification is checking grouped character images that were recognized with the same valueK All 
characters that were recognized identically Efor exampleI the M digit on cigure PF are displayed in the 
verifier to confirm correct variants and only leave incorrect or uncertain ones for the next stageK 

ff you are uncertain about the value of this or that characterI do the followingW 
NK pelect phow Character fmage in the local menu of the selected character or press cOK qhe 

image of the field in which the character was found will appearK  
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OK Click siew > cield fmage > phow cield fmage in the verifier window or press CtrlHfK qhis will 
enable pop-up fields when moving the mouse pointer over the verified characterK  

ff the character was recognized incorrectlyW  

NK pelect the character that doesn’t correspond to the group character and specify the correct valueK 
qhe value will be marked green in the upper-left corner of the character imageK  

OK ff you are uncertain about the character value even after checking the contextI left-click the 
character to leave a red question markK Character status can be also changed using the Change 
ptatus buttonK 

PK aelete the characterI if requiredI by selecting it and pressing aelK 

Correctly recognized characters must be confirmed by clicking ConfirmK qo confirm all displayed 
charactersI click Confirm All on the toolbarK 

 
cigure PK droup serification of digits 

5.2. cield serification 
cield verification allows checking uncertainly recognized characters in the context of a field with known 
value areaK cor exampleI we know what values the Country field can assumeI so it will be easy to correct 
the field valueI if the need to do so arisesK 
ptandard word processor modesI such as character insertion and replacementI can be used to correct 
misrecognized symbolsK vou can switch modes by pressing fnsertK 
Check the recognition results for each fieldI one by oneI make the necessary corrections and then confirm 
the value be pressing bnter or clicking Confirm cieldK  
cields with values not corresponding to the specified data type are marked with a red cI and an error 
message appearsK qhe same happens with the fields for which the rules were specifiedI but the field values 
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don’t correspond to the ruleK Correct the values of such fieldsK ff you are unable to do the correctionI 
postpone the value check by clicking mostpone cield to make corrections later at the serification stage Ein 
the document editor windowFK 

 
cigure 4K cield serification window 

SK serification 
auring verificationI the following checks are carried outW the format check Erecognized value doesn’t meet 
the field formatF and the rule check EifI during project setupI the rules were specifiedI which the field data 
must correspond toK ff the Assembly Check queue and the aata serification queue weren’t separately 
specifiedI these processes are carried out within the serification tasks Esee the “Assembly Check” and 
“aata serification” sectionsFK 
cormat and rule errors are corrected in the document editor windowK qo open the windowI double-click the 
name of the page or documentK oecognized data or the document image may appear in the windowK qhe 
document editor also incorporates an error windowK vou can customize the position of windows by 
clicking the iayout buttonK  
Characters for verification are marked redI and the fields with incorrect data types and not meeting the 

rules are highlightedK qo select the previous and the next verification objectsI use the  and  
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buttonsK vou will go through assembly errorsI uncertainly recognized charactersI rule errorsI and other 
items one by oneK  
oule issues are marked with flagsW yellow for warnings and red for errorsK oule warnings and errors are 
displayed  in  a  separate  window  of  the  document  editorI  and  documents  with  rules  that  weren’t  met  are  
marked with red flags in the document listK 

ff some of the rules haven’t been metI the lperator must check the data verification resultsK ff there are 
verification errorsI correct themK ff there are filling errors that cannot be correctedI send the document to 
the bxceptions queueK  
After an error has been correctedI the rule is automatically checked once againK qo repeat verification 
manuallyI click Tools > oe-check oulesK 

TK Batch fntegrity Check 
auring exportI the Batch fntegrity Check is carried out by a script that is specified by the AdministratorK ff 
there are errorsI the batch is sent to the Batch fntegrity Check queue EorI if this queue is absentI to the 
bxceptions queueFK qask comments are specified by the Administrator in the batch integrity check scriptK 
fn the resulting taskI correct the errors that corrupt batch integrity and close the taskK 

8K bxport and bxport Confirmation 
qhe bxport Confirmation queue is available to penior serification lperatorsK then receiving a task from 
this queueI check if the documents of the task can be exportedK then the task is closedI the Batch fntegrity 
Check is carried outK ff the check is successfulI the documents are exported automaticallyK ff the documents 
or the task are not to be exportedI postpone the task or send it Eor part of itF to another processing stage or 
to bxceptionsK 

ff an error occurs during the integrity checkI the system will issue the following warningW “Batch Ybatch 
name> contains integrity errorsK Continue exporting?”K Click ves to  continueI  and  ko to cancelK ff you 
choose to cancel the exportI the batch will be sent to the Batch fntegrity Check queue EorI if this queue is 
absentI to the bxceptions queueFK 

qhe penior serification lperator can also carry out the export locallyK qo do itI select the documents for 
export in batch view mode and click cile > bxport to…I and then choose the necessary commandK 

VK torking with bxceptions 
Batches and documents with errors that occurred during recognition or export are sent to the bxceptions 
queueK ff batch integrity checks are enabledI but no separate queue was created for these checksI batches 
with integrity errors will also be sent to the bxceptions queueK serification lperators can also fill the 
bxceptions queue with tasks or documents with unforeseen errors that occurred during processingK 

qasks from the bxceptions folder are only accessible to penior serification lperatorsK then the errors 
have been correctedI the documents or the tasks must be sent to the required stage to continue the 
processingK 
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N0K heyboard phortcuts 
1M.1. Main tindow 

pave CtrlHp  
kew Batch CtrlHk  

ioad fmages CtrlHl  
pcan fmages CtrlHh  

fmport fmages CtrlHf  
bxport aata to ciles AltHphiftHp  

bxport to aatabase AltHphiftHa  
rndo CtrlHw  

oedo CtrlHv  
Cut CtrlHu  

Copy CtrlHC  
maste CtrlHs  

aelete ael  
pelect All CtrlHA  

cind CtrlHc  
cind kext cP  

kext aocument CtrlHa  
mrevious aocument CtrlHphiftHa  

aespeckle fmage CtrlHAltHh  
fnvert fmage CtrlHAltHs  

ootate VMº Clockwise CtrlHt  
ootate VMº Counter-Clockwise CtrlHphiftHt  

Batches CtrlHB  
nueues CtrlHn  

aetails siew AltHN  
qhumbnails siew AltHO  

cull pcreen cNN  
oefresh cR  

mroperties AltHbnter  
aocument bditorW fmage jode CtrlHN  

aocument bditorW aata jode CtrlHO  
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woom fn Ctrl HkumH  

woom lut CtrlHkum–  
qhumbnails pizeW fncrease CtrlHphiftHkumH  

qhumbnails pizeW aecrease CtrlHphiftHkum–  
det qask CtrlHd  

Analyze CtrlHb  
jatch aocument aefinition AltHphiftHb  

oecognize CtrlHo  
oun serification cT  

kext ftem to serify cQ  
mrevious ftem to serify phiftHcQ  

kext Assembly brror cV  
mrevious Assembly brror phiftHcV  

kext rncertain Character cU  
mrevious rncertain Character phiftHcU  

kext oule brror cS  
mrevious oule brror phiftHcS  

rpdate to iatest sersion AltHphiftHr  
oe-analyze CtrlHAltHb  

oe-recognize CtrlHAltHo  
oe-check oules CtrlHcS  

Check Batch fntegrity CtrlHphiftHb  
eelp qopics cN  

bxit AltHcQ  

1M.2. droup serification tindow 

Confirm All bnter  

mostpone All CtrlHbnter  
Change ptatus ppace  

kext mage mage aown  
mrevious mage mage rp  

rndo CtrlHw  
oedo CtrlHv  
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pelect All CtrlHA  

phow Character fmage cO  
cull pcreen cNN  

phow cield fmage CtrlHf  
cield fmageW ln qop AltHN  

cield fmageW ln Bottom AltHO  
woom fn CtrlHkumH  

woom lut CtrlHkum–  
eelp qopics cN  

bxit AltHcQ  

1M.P. cield serification tindow 

Confirm cield bnter  

mostpone CtrlHbnter  
kext rncertain Character cQ  

mrevious rncertain Character phiftHcQ  
kext cield mage aown  

mrevious cield mage rp  
rndo CtrlHw  

oedo CtrlHv  
Cut CtrlHu  

Copy CtrlHC  
maste CtrlHs  

aelete ael  
aelete All AltHael  

pelect All CtrlHA  
fnsert iine Break phiftHbnter  

jerge Characters CtrlHj  
Analogous cields AltHcP  

phow Character fmage cO  
cull pcreen cNN  

cield aataW oecognized qext AltHcN  
cield aataW Character fmages Cutting AltHcO  
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phow cield fmage CtrlHf  

cield fmageW ln qop AltHN  
cield fmageW ln Bottom AltHO  

woom fn CtrlHkumH  
woom lut CtrlHkum–  

eelp qopics cN  
bxit AltHcQ  
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